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	HCC MARKETING & PUBLIC RELATIONS
REQUEST FOR PUBLICATIONS

	
	

	Send this form to DEBBI ORDAZ at GWS DAC  •  Phone: 253.7066  •   Email dordaz@hccfl.edu


 

(See page 2, Production Tips, for additional information.)
Please provide the following information (text areas will expand as you type):
Your name         Phone         Email       Date     
Your department            

Project Description (What is it, i.e. brochure, viewbook, webpage?)

       

Target Audience: (who are we talking to, is this event-based, do you have demographic info?)

Primary:         Secondary:        
Purpose (What do you wish to accomplish-what should this publication communicate?)

        
How will this be distributed: (Event, hand out, direct mail, electronically?)

       

Style and Tone: (What do you want the audience to think?)

       

Copy points: (What do you want to say?)        

Benefits: (What makes your program/project unique-what is it offering? Does it align with the strategic goals of the college)        

Call to Action: (What do you want the audience to do once they have read this publication?)

       

Legal/Technical Requirements: (Has your dean/supervisor/college attorney (if necessary) reviewed?)  

       

FOR PROFESSIONAL PRINTING: 
Quantity needed?          Date needed?             
Budget (How will the project be paid for?)         
Where is the project to be delivered?  

 FORMCHECKBOX 
 HCC Warehouse     FORMCHECKBOX 
 Mail House 
 FORMCHECKBOX 
 Office of         Campus/Room         Phone     
You will be provided with a draft of the project for proofing and review. After edits are completed to your satisfaction, you will be asked to sign the following and fax it to 253-7198: 
I acknowledge that I have reviewed the content of this publication and that the information is correct and adheres to all associated college policies and procedures. 
Name ________________________________________________    Date: ___________________

HCC MARKETING & PUBLIC RELATIONS 

PRODUCTION TIPS

Marketing & Public Relations will assist you in producing brochures, invitations, postcards, and other collateral materials to publicize your program, service, or event. We are providing this overview of the production process to help you with planning your project.

TIMEFRAME

Most publications take six weeks to produce from concept to completion. Production time is based on receiving only minor revisions to one draft, an expedited approval process, and having obtained a purchase order. 

HERE IS HOW IT WORKS

· The person requesting the publication completes this form, sends it to MPR, and emails the raw copy (basic information) to MPR. Send any photos or artwork as separate files.
Copy must be provided electronically in Word format ONLY.  Do not format, embed photos, or use boxes or lines.

· MPR revises copy, designs publication, and sends the draft to the source for review.

· The initiator ensures that all pertinent people review the publication and returns the draft to MPR with the changes to be made.

· MPR makes requested changes.
· After edits are completed to your satisfaction, you will be asked to sign an acknowledgement.
· MPR sends publication to the printer.

· Job is at the printer for approximately 6-10 business days.

· Direct mail pieces must be prepared for mailing. Allow about 10 more days for recipients to receive the publication.

PHOTOS

MPR maintains a general photo collection of HCC students for most programs and services. If photos are needed, we will arrange a photo shoot with a professional photographer. If you are providing photos, keep in mind that digital photos must be taken at the highest resolution for print purposes. 

COST

We will obtain quotes from printers and give you the price and vendor information.  Let us know if there is a budget range we need to stay within. This budget amount may affect the options on paper, size, quantity, etc. 

PAYMENT

Unless payment will be made by a purchasing card, we must have a purchase order number before the project goes to press. 

DUPLICATING

If you wish to duplicate the publication in-house or at a quick copy shop rather than have it professionally printed, we will provide you with an electronic PDF file by email so that you may duplicate as needed.
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